18.15 TELECOVMUTI NG AGREEMENT

This Agreenent is effective bet ween ,

(hereinafter "Enployee") and Departnent of

herei nafter "Departnment”). The parties agree as foll ows:

Scope and Duration of Agreement

1.

This Agreenent shall becone effective as of the date above and shall
remain in full force and effect wuntil , unless
nodi fi ed or rescinded by Departnent.

The term "office workplace" neans the usual and customary |ocation of
the Departnent's offices.

Enpl oyee agrees to perform his/her assigned duties for Departnent as a

"teleconmuter."” Enployee agrees that telecommuting is voluntary and may
be terninated by Departnent at any tine with or wthout cause by
Department. Enpl oyee may request to ternminate participation by witten

request submitted 30 days in advance. Enpl oyee's request to return to
performng job duties at the office workplace will be dependent not only
on the willingness of Department to decrease the agency's tel econmuting
conmitment, but also on the availability of space and equi prent at the
of fi ce workpl ace.

This Agreenent does not grant any field status to Enployee under the
terns of the collective bargai ni ng agreenent.

O her than those duties and obligations expressly inmposed on Enpl oyee
under this Agreement, the duties, obligations, responsibilities and
conditions of Enployee's enployment with Departnment remain unchanged as
a result of entering into this Agreenent. Enpl oyee's salary and
participation in enployee pension, benefits, and state-sponsored
i nsurance plans shall remain unchanged so long as the hours worked
remai n unchanged.

Term nati on of Agreenent

6.

Enpl oyee's participation as a telecommuter is entirely voluntary and is
available only to enployees deened eligible at Departnment's sole
di scretion. There exists no right to telecomute. Depart ment nmay
term nate Enployee's participation as a teleconmuter, with or wthout
cause, upon notice (notice neans five working days unl ess the depart nment
director states in witing that conditions exists requiring |less than

five days notice). Department will not be held responsible for costs,
damages or losses resulting from termnating this Agreenent. Thi s
Agreenent is not a contract of enmploynent and will not be construed as
such.

Conpensati on

7.

Enpl oyee agrees that work hours, overtine conpensation, and vacation
schedules will conform to existing policies and procedures during the
termof this Agreenent. Enployee will be paid in accordance with State
law, and |owa Departnent of Personnel rules and applicable collective
bar gai ni ng agreenents. Unless expressly provided for in this Agreenent,
Employee will not be entitled to any conpensation for the use of
Enpl oyee's honme as an office, enployee's furniture, equipnment or
supplies used in Enployee's hone, transportation for conmuting to and
from the office workplace for conferences, picking up or delivering
work-related materials, or for any other enploynent related activity or
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duty, or any hone costs for utilities incurred in the performance of
Enpl oyee' s duti es.

Enpl oyee shall not work overtine for which additional conpensation m ght
be due w thout supervisory approval in advance. If Enployee works
overtime that has been approved in advance, Enployee will be conpensated
in accordance with applicable laws, rules or collective bargaining
agreenments. By signing this Agreenent, Enployee agrees that failing to
obtain proper approval for overtine work may result in renoval from
tel econmuting or appropriate disciplinary action. Enployee nust obtain
supervi sory approval before taking |eave, in accordance with established
procedures. By signing this Agreenent, Enployee agrees to follow
est abl i shed procedures for requesting and obtaini ng approval of |eave.

Equi prent and Suppli es

9.

10.

11.

12.

13.

Enpl oyee is responsible for the safekeeping of all Departnment equipnent
and supplies located in the off-site work | ocation

Enpl oyee agrees that all equipnment, software and supplies provided by
Department for use at the off-site work | ocation are to be used only for
Department business, including self-developnental training, and may be
used only by Enployee or other persons authorized by proper Mnagenent
aut hority.

Department, at its sole discretion, may choose to purchase equi pnent and
rel ated supplies for use by Enployee while tel ecormuting, or may permt
the use of Enpl oyee-owned equi pnent. This decision shall rest entirely
wi th Departnent. The decision to discontinue use of such equipnent
shall rest entirely with Departnent. Equi pnent purchased by Depart ment
for use by Enployee shall remmin the property of Department. Departnment
does not assunme liability for |oss, damage or wear and depreciation of
Enpl oyee- owned equi prrent .

In the event of equipnment failure or nalfunction, Enployee agrees to
i mediately notify Departnment and cooperate to effect imrediate repair
or replacement of such equi pnent. Enployee is responsible for returning
i noperabl e equi pment to Departnment for repair. |In the event of delay in
repair or replacement, or any other circunstance under which it would be
i npossible for Enployee to teleconmute, Enployee understands that
Enpl oyee nmay be assigned other work, or this Agreement may be
tenmporarily suspended at Departnent's sole discretion

Al'l equi prent supplied by Departnent will be inventoried and accounted
for to Department by an inventory l|ist signed by Enployee.

Enpl oyee will not nodify or alter any equi pment nor relocate it without
prior approval by Department. Enployee will ensure that all Departnent-
owned equipnent is wused only by Departnent-authorized personnel
Periodic inspections of the off-site work location may be nade at
reasonable times to ascertain the <condition of Departnent-owned
equi pnent .

Enpl oyee agrees that all Departnent-owned data, software, equi pnent, and
supplies nust be properly protected and secured. Departnent-owned data,
software, equi pment and supplies nust not be copied in violation of |aw
or Departnent's licensing agreements with its vendors. Enmpl oyee will
conply with all Departnent policies and instructions regarding conflicts
of interest and confidentiality. Enpl oyee agrees that, on termination
of enpl oynent, Enployee will return all property belonging to Depart ment
in Enployee's possession or control of the Department to the office
wor kpl ace

Revi sed 9/00 Chapter 18
M&S Manual 2 Section 18.15



14. Furniture, lighting, electrical and telephone services and household
safety equipnment incidental to the use of Departnent-owned equipnent,
software and supplies shall be appropriate for their intended use and
shall be used and naintained in a safe condition, free from defects and
hazards.

Work Space and | nspections

15. Enpl oyee agrees to designate a work space within Enployee's off-site
work location and maintain this work space in a safe condition, free
from hazards and other dangers to Enployee and Departnent equipnent.
The off-site work space nmust be free from distractions and di sturbances
fromchildren, pets, fanmly nenbers, and others during work hours. The
off-site location is subject to inspection and approval by Departnent.

Enpl oyee agrees that Departnment may nake on-site visits to the off-site
work location for the purpose of determining that the site is safe and
free from hazard, and to nmmintain, repair, inspect or retrieve
Depart ment - owned equi pment, software, data and/or supplies. In the
event |legal action is necessary to regain possession of Departnent-owned
equi prent, software, data and/or supplies, Enployee agrees to pay all

costs of such action, including attorney's fees, should Departnent
prevail .
16. Enpl oyee nust have and nust nmaintain at Enployee's expense (unless

agreed to otherwise by Departnent) a telephone line, telephone and a
t el ephone answering machi ne or other nessage systemin the off-site work
space by which Enployee can be contacted during nornmal work hours,
i ncl udi ng when the business line is in use.

17. Enpl oyee agrees that Departnent will not be responsible for noving
Enpl oyee's personal furniture or household belongings, nor for making
any inprovenments or nodifications to Enployee's home in order to create
the off-site work space. Enpl oyee agrees that Departnent will not be
responsible for transferring any Departnent-supplied furniture,
equi prent or supplies to or from the off-site work space. Depart ment
will install, if necessary and agreed to, work-related equipnent at
Depart ment expense upon the Enployee's first entry in the tel ecomuting
program | f Enpl oyee changes fromone off-site work | ocation to another
off-site work location, the cost of termnating service at the forner
| ocation and establishing service at the new location will be the
responsibility of Enployee unl ess Departnment deternmines that it would be
in Department’'s best interest to pay such costs.

Wor k Per f or mance

18. Enpl oyee is responsible for maintaining availability, appropriate |evels
of production, and quality of work while teleconmuting. | nadequat e
availability, work production and/or work quality may be cause for
nodi fi cation or term nation of Enpl oyee' s participation in
t el econmmut i ng. In such instance, the Enployee may, w thout right of
appeal, be required to return to work in the office workpl ace.

Liability for Injuries

19. Enpl oyee's and Departnent's liability and respective obligations shall
be governed by lowa | aw.

M scel | aneous Condi ti ons

20. Enpl oyee agrees to participate in all studies, inquiries, reports and
anal yses related to tel ecommuti ng.
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21. Enpl oyee remains obligated to conply wth all Departnent rules,
policies, practices, instructions, telecommuting guidelines and this
Agreenent, and understands that violation of such my result in
preclusion from telecomuting and/or disciplinary action, up to and
i ncluding ternmi nation of enpl oynent.

Anmendnent s
22. This Agreenent may be nodified, anmended, or terminated at any tinme by

witten notification from Departnent to Enployee, as necessary, to
ensure that the operating needs of Department are net.

D scl ai ner

23. Not hi ng contained in this Agreenent conveys nor is it intended to convey
upon Enpl oyee a contract of enploynent.

| affirmby nmy signature below that | have read this entire Agreenent and that
| understand and agree to its entire content.

Enpl oyee' s Signature Dat e
Supervi sor's Signature Dat e
Next Hi gher Authority's Signature Dat e
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